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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Yes
	Supervisory Related: E48
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Yes
	IMMEDIATE SUPERVISOR: Katherine Kishaba
	SUPERVISOR'S CLASS: Deputy Director
	personnel analyst: JCM
	personnel date: 05/29/2012
	PERCENT OF TIME: 35%25%
	activity: POSITION SUMMARYUnder the general direction of the Deputy Director, Business Operations, the incumbent, functioning as a non-supervisory specialist, is responsible for planning, organizing and analyzing a wide variety of sensitive and complex policy, program, and organizational issues.  The incumbent makes recommendations regarding policy development, strategic planning, business management oversight, and organization structure.ESSENTIAL FUNCTIONSAbility to effectively plan, organize and assess key programs, fiscal and organizational issues affecting the strategic business operations of the Department.  May be responsible for essential consultant contract management activities.  Must exercise the highest degree of independent judgment and coordinate and/or delegate work to staff in Business Operations divisions with clear direction, allowing staff to successfully perform the given assignments. Develop Departmental policy for enterprise-wide implementation.  Define, explain and relay information regarding Departmental policy and procedures to management, staff and external stakeholders.  Perform difficult and sensitive program development and coordinating functions that support the Department’s strategic business operations.  Provide recommendations on business improvement projects and business reform efforts within the Department.  Advise the Deputy Director on legislation impacting program and policies of the Department.Prepare Governor’s Office Action Requests, Significant Issue Reports, and internal decision memos, proposals and reports regarding issues of significant importance to the Directorate and Deputy Director.  Develop written reports and correspondence.  Prepare presentations and present to Governance, Executive Management and employees, as well as external stakeholders such as the State Water Contractors to introduce new policies, plans or programs, explaining information important to decision making.
	classification: Staff Services Manager I (Specialist)
	appointee: Vacant
	dwr position number: 0100-4800-002
	sap personnel no: 
	sap position number: 50002558
	division: Executive Division/Business Operations
	mcr: 2
	percent2: 20%10%10%
	activity2: Coordinate, lead and provide oversight for the activities involved in studies to influence the development of management strategies, recommendations on enterprise policy evolution, performance evaluation studies, and organizational structure changes that are primarily driven by business improvement projects and initiatives.  Commit the Department to approaches for policies, procedures, or program direction.  Advise the Deputy Director on the more complex budgetary issues related to the Department’s General Management budget including recommending budgetary reductions where appropriate.  Provide direction and consult with Division Chiefs and program managers regarding General Management division budgets in order to ensure over-expenditures do not occur.  Review all Business Operations Concept Papers and Budget Change Proposals, ensure Concept Papers and Budget Change Proposals are aligned with the Department's priorities and mission, and make recommendations to the Deputy Director.  Facilitate meetings with various internal and external participants as appropriate to monitor and  assess progress being made on projects and initiatives with enterprise-wide implications and provide for follow-up of tasks; work with others on the progress of critical actions and changes; and, communicate effectively with various audiences on new or evolving business processes and policies, mediating disagreements related to policy and processes.  Establish and maintain cooperative working relationships with internal and external stakeholders including the State Water  Contractors.  Perform other related duties as assigned by the Deputy Director and other Executive Management.OTHER RESPONSIBILITIESThis position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.KNOWLEDGE, SKILLS, AND ABILITIESKnowledge of:  Formal and informal aspects of legislative process; program management; the Administration's and Department’s goals and policies; governmental functions and organization at the State and local level.
	percent 3: 
	activity3: Ability to:  Reason logically and creatively and utilize a variety of management techniques to resolve complex governmental and managerial problems; negotiate and mediate resolution of complex and sensitive issues surrounding departmental policy and procedure; develop and evaluate alternatives; analyze data and present ideas and information effectively both orally and in writing; consult with and advise staff on the strategic business operations of the Department; gain and maintain the confidence and cooperation of those contacted during the course of work; compose, review and edit written reports; utilize interdisciplinary teams effectively in the conduct of studies; establish and maintain project priorities; develop and effectively utilize all available resources.SPECIAL PERSONAL CHARACTERISTICSDemonstrated ability to act independently, open-mindedness, flexibility, diplomacy, and tact.PHYSICAL AND MENTAL REQUIREMENTSMust have excellent writing skills, the ability to manage multiple priorities and meet short timelines and handle varying and sometimes large workload volume.  Occasional travel, evening and weekend work is required.
	supervisor name: Katherine Kishaba
	employee name: 


